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1 Background 

1.1 Title of the Policy and Commencement Date 
The Procurement Policy which will be effective upon adoption by Council. 

1.2 Purpose of the Policy 
This policy is intended to outline Council’s commitment to sustainable and compliant 
procurement. 

2 Objective 

2.1 Objectives and Coverage of the Policy 
The implementation of this policy will: 
• Establish a procurement framework for Singleton Council (Council) to achieve

value for money and continuous improvement in the provision of services for the
community,

• Ensure that Council resources are used efficiently and effectively,
• Achieve compliance with relevant legislative requirements achieving high

standards of probity, transparency, accountability and risk management,
• Give preference to procurements which provide environmentally sustainable

benefits,
• Give preference to procurements which provide community and social benefits,
• Aim to eliminate practices of modern slavery or hidden labour exploitation

including illegal wages and employment practices, discrimination, harassment,
where identified.

• Provide opportunities for local business to act as a supplier to Council,
• Where practical, Council will collaborate with other Council’s to take advantage of

economies of scale.

3 Application 

3.1 Application of this Policy 
This Policy applies to all procurement activities for and on behalf of Council and is 
binding upon Councillors, Council staff including temporary and contract employees 
as well as contractors and consultants while engaged by Council. 
This Policy represents the principles, processes and procedures that will be applied 
to all procurement activities undertaken by Council. The scope of this policy 
commences from when Council has identified a need for procurement, and it 
continues through to the delivery/completion of that procurement.  
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4 Definitions 
For the purposes of this policy: 

Term Meaning 

Council Singleton Council 

Probity 
The evidence of ethical behaviour, and can be defined as 
complete and confirmed integrity, uprightness and honesty 
in a procurement process 

Procurement 

The process of acquisition of external goods, works and 
services. The process spans the whole life cycle from initial 
concept through to the end of the useful life of an asset or 
the end of the contract period 

Procurement 
Process 

The process of inviting parties to submit a tender or 
quotation using either invitation or public advertisement, 
followed by evaluation of submissions and selection of a 
successful respondent or tenderer 

Sustainable 
Procurement 

The process of organisations meeting their needs for 
goods, services, works and utilities in a way that achieves 
value for money on a whole life basis in terms of generating 
benefits not only to the organisation, but also to society and 
the economy, whilst minimising damage to the environment 

Whole of Life Cost 

Whole life costing takes into account the total cost of a 
product or service over its lifetime, from concept through 
to disposal including purchase, hire or lease, 
maintenance, operation, utilities, training and disposal. It is 
important for procurement to take all these elements into 
consideration when making decisions and comparing the 
costs of buying, renting or leasing equipment particularly. 
In most cases the purchase costs are only a small 
proportion of the cost of operating it 

5 Principles/Body 

5.1 Procedural Statement 

Procurement Principles 
Council will apply the following fundamental best practice principles to procurement, 
irrespective of the value and complexity of a procurement. 

5.1.1.1 Value for money 
All procurement activity will take into account the ‘whole of life’ costs of a purchase 
rather than the initial cost to Council. Value for money is determined by financial and 
non-financial factors, including but not limited to quality, fit for purpose, capability, risk, 
total cost of ownership, including maintenance and operational costs, disposal and 
contribution to Council’s Community Strategic Plan and Objectives through our 
Leadership, to lead, govern and regulate in an ethical, equitable and transparent way 
and ensuring Council’s tenders and contracts are compliant. 
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5.1.1.2 Sustainability 
Sustainable procurement is procurement or purchasing that looks beyond the initial 
cost outlay and has the most positive economic, social and environmental impacts 
across the entire life cycle of a goods/service, the triple bottom line, and contributes to 
Council’s obligation to spend community money efficiently, effectively, economically 
and ethically. 
Further to the assessment of value for money, Council will consider the benefits and 
risks to Council in relation Social, Economic and Environmental factors.  
Economic and Social factors include: 

• Promoting and supporting the local community, local suppliers and the local
economy,

• Promoting the use of goods or services which demonstrate social responsibility,

• Employment or training opportunities in the local area,

• Use of locally grown, manufactured or value-added products.
Environmental factors include: 

• Minimising waste, pollution or health risks to our staff or community,

• Maximising the reuse of goods and services and use of recycled content,

• Maximising the use of renewable energy and resources.

5.1.1.3 Open, fair and honest competition 
Council will follow a competitive, honest, transparent and fair process. All 
procurement and purchasing at Singleton Council is to be conducted in compliance 
with Council’s values: 

• Integrity - to act with commitment, trust and accountability,

• Respect - open, honest, inclusive and supportive,
Excellence - strive to achieve the highest standards. Council will not seek to purchase 
goods or services without having funds available and will be consistent in all aspects 
of purchasing, ensuring compliance with our procedures, ensuring our practices are 
open, fair, transparent, documented and defensible, more information can be found 
within the Procurement Procedure. 

5.1.1.4 Risk management 
Council will follow Council’s adopted Integrated Risk Management procedures and 
policy.  

5.1.1.5 Compliance 
In all purchasing decisions, Council will comply with the Local Government Act 1993, 
the Local Government (general) Regulation 2005, Tendering Guidelines for NSW Local 
Government, Council’s Code of Conduct and ICAC’s Managing Conflicts of Interest in 
the Public Sector.  
As specified in Section 55 of Local Government Act: 
3. (a) subject to the regulations, a contract for the purchase of goods, materials or
services specified by a person prescribed by the regulations made with another
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person so specified, during a period so specified and, if a rate is so specified, at a 
rate not exceeding the rate so specified. 

Recognised prescribed contractors include: 

• Local Government Procurement Partnership

• Procurement Australia Pty Ltd

Other Procurement aggregators available to Council but require a Council or General 
Manager resolution are:  

• The Regional Procurement Initiative (Hunter Councils)

• NSW State Government (buy.nsw)

6 Relevant Legislation 
Local Government Act 1993 
Local Government (General) Regulation 2005 
Government Information (Public Access) Act 2009  
DLG Tendering Guidelines  
NSW Government Procurement Policy Framework 
NSW Government Procurement Policy 
AS Sustainable Procurement Guide  

ICAC’s Managing Conflicts of Interest in the Public Sector 

7 Document Information 
Related documents and reference information in this section provides a single 
reference point to develop and maintain site compliance information.  

7.1 Related Documents 
Related documents, listed in Table 7-1 below, are internal documents directly related 
to or referenced from this document. 
This Procurement Policy has been developed so that it is consistent with Council’s 
Vision and Mission.   
In addition, it also acknowledges Council’s Corporate Values and Code of Conduct.  

Number Title 

POL/6010 Asset Disposals Policy 

POL/1011 Code of Conduct 

POL/30003 Competitive Neutrality and Complaints Handling Policy 

POL/9008 Enterprise Risk Management Policy 

POL/6007 Fraud Prevention Policy 

POL/9007 Gift and Benefits Policy 
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Table 7-1 – Related documents 

Other Council related documents include: 

• Council’s Procurement Document Suite
• Statement of Business Ethics

8 Responsible Officer / Policy Owner 
Ownership of this policy rests with the Manager Corporate & Community Services. 

9 Responsibilities 
All officers responsible for generating purchasing requests need to be fully aware of, 
and comply with, Council’s Procurement Policy.  Where additional guidance is 
required, they should consult with the Procurement Coordinator.   

Parties or 
Persons Responsibilities 

Elected Council Authorise and accept tenders presented by Council in 
compliance with the Local Government Act 1993. 

The General 
Manager  

As the administrative head of Council, the General Manager 
has a series of unique responsibilities.  

The General Manager monitors the performance of 
procurement across the organisation and is also responsible 
for reporting any matter that is suspected on reasonable 
grounds to be “corrupt” to the Independent Commission 
Against Corruption.   

All allegations of behaviours relating to fraud and corruption, 
maladministration and serious and substantial waste are 
referred to the General Manager.  The General Manager will 
decide what actions should be taken to assess the situation, 
together with receipt and approval of an investigation plan 
before the commencement of any formal investigation.   

The General Manager approves and executes Procurement 
contracts in accordance with Financial Delegations.  
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The Executive 
Leadership Team 

The Executive Leadership Team (ELT) is responsible for 
leading by example and driving the organisational culture and 
behaviours in the requisite directions.   

The NSW Code of Conduct for Senior Executives specifically 
talks about the need to “lead by example and encourage their 
staff members to exercise similar qualities of personal and 
professional behaviour” and that “staff and resources should 
be managed in a way that will, to the greatest extent possible, 
avoid the opportunity for unethical behaviour by others.” 

The Executive Leadership Team also considers and approves 
all policies and procedures relating to procurement.   

Managers and 
Team Leaders 

Managers and Team Leaders have additional responsibilities.  
They are responsible for: 
• Making sure that all officers responsible for generating

purchasing requests understand their responsibilities.
• Making sure that staff undertaking major procurement

projects have the knowledge, skills and experience
necessary to undertake this task.

• Assessing current and emerging procurement risks.
• Checking to make sure that procurement risks are being

managed and that workplace behaviours are consistent
with corporate expectations.

Employees Undertake Procurement in accordance with this Policy, its 
associated procedures and legislative requirements. 

10 Approval 
As per cover sheet. 

11 Monitoring 
This policy will be monitored by the Manager Corporate & Community Services to 
ensure compliance. 

Council monitors and evaluates its success in procurement and to do this we: 
• Test our control mechanisms through regular audits,
• Require Pre-Purchase Risk Assessments to be completed where complex,

high value procurement is undertaken so that we actively manage our
procurement risks,

• Update our policies and procedures in light of the above performance
information.
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12 Review Date 
This policy, once adopted, is to remain in force until it is reviewed by the Council. 
This policy is to be reviewed approximately every two (2) years to ensure that it 
meets legislative requirements. 

13 Last Review Date 
Last review date October 2020. 

14 Record Keeping, Confidentiality and Privacy 
This policy is to be made available for public viewing as required under the 
Government Information (Public Access) 2009, NSW. 

15 Breaches and Sanctions 
Any breaches of this Policy will be referred to the General Manager for appropriate 
action. 
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